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Introduction

Overview Welcome to your EAGLS®M training.

EAGLS is a secure, web-based expense management tool that allows
you to quickly and easily manage your Bank of America Card Program.

Save time and reduce paperwork by submitting expense reports,
performing administrative and accounting tasks online with EAGLS.

EAGLS gives you the automated reporting tools you need for managing
and reducing your expenses, analyzing program activities and presenting
program results.

Training The following topics are included in this training:
Topics « EAGLS Log On

e EAGLS Main Menu Overview

e EAGLS Main Menu Job Aid

¢ Change Password

e Switch Role

e Switch Account

e Switch Hierarchy

e Replacement Card Request

e Change Credit Limit

e Change Account Status

e View Transaction Details

e Transaction Reallocation

e Transaction Reallocation - Browse Functionality

e Dispute a Transaction

e EAGLS Log Off

Continued on next page
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Introduction, continued

Training As you progress through this training, use the bold, italicized action
Note steps as your guide.

This training assumes basic, general knowledge of website usage and
online systems.
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EAGLS Log On

Step 1 EAGLS is a Bank of America website that is accessed using your internet
browser.

You will need an EAGLS User Id and password to log on to EAGLS.

Step 1 To log on to EAGLS:
Action(s)

» Double left-click on the Internet Explorer button or the Netscape
Navigator button on your desktop to open your internet browser.

» Enter the following URL in the address field:
http://www.EAGL S.bankofamerica.com.

» Depress Enter.

Note: You may wish to add the EAGLS URL to your Favorites.

Continued on next page
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http://www.eagls.bankofamerica.com/

EAGLS Log On, continued

Step 2 A Security Alert screen displays.
This screen offers you the option of skipping this alert screen in the
future.
Security Alert |

I’l_ﬂ You are about to view pages over a secure connection.
7]

A information you exchange with thiz zite cannot be
wiewed by anyone elze on the Web.

[ Inthe future, do not show this warking

tare Info
Step 2 » If desired, click in the checkbox to skip this alert screen in the
Actions(s) future.
» Click OK.
Continued on next page
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EAGLS Log On, continued

Step 3 EAGLS displays the Sign In Screen.

e B8 Vew feier ook b .
w0 A Qs [alfeerts Jonen Oy SW - =
Lrks @]CPA Support rome Fage @] Cemtomce ks BIEAGLS  @IDFRES il - -
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Bamkof America
. =
EAGLS
User
e
Passwond
oD oo
[ —
i) e 3 @ i
[ A B L IMGEAE LB T D | Gromon - | Wuowotres-to[[Fiams maens. (S BOBO x|

The sign in screen is used to enter your User ID and Password.
e Your User ID is provided to you by your Program Administrator.

e The first time you log on to EAGLS, use the generic password
provided to you. EAGLS then prompts you to change your
password.

Password Rules:
e Passwords are 8 characters, alphabetic and numeric.
e Passwords cannot contain consecutive repeating characters.
e Passwords expire every 120 days.

e A password can be reused providing it is not one of the last five
passwords used.

Continued on next page
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EAGLS Log On, continued

Step 3 EAGLS allows three (3) unsuccessful User ID and/or Password attempts
Continued  before access is denied.

If access is denied, contact your Program Administrator and ask for your
password to be reset.

Fie M Vew Fetes fos e

R IR T e e L |
ke 7w St s it (i3 oS @ B o -
T Tr————— e
Bankof Amerscy
l =
EAGLS
-
—
Pravwwod
o
emen
Aot Your Pansmestd !

[ A AU IMGEPIE LB T T || rranton rone. | Wikowt vurd 24 [[0 70w, Momeon [ 5f BOBS 120 |

Step 3 On the EAGLS Sign In screen:
Action(s)
» Enter your User ID

» Enter your Password.
» Click on SUBMIT.

Continued on next page
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EAGLS Log On, continued

Step 4 The EAGLS Main Menu displays and you are now logged on to EAGLS.

The EAGLS Main Menu is used to access the various applications within
EAGLS. The menu selections may vary depending upon how the
Program Administrator set up your account in the system.

Note: EAGLS automatically logs off if there is no use or entry within 15
minutes.

3 EAGLS - Microsoft Internet Explorer provided by University of Phoenix IE 4.01

J File  Edit “iew Favoites Took Help ‘

S /= ]
s 9 AN B I B .
Back Fanward| Stop  Refresh  Home Search Favartes  History Mail Print Edit Discuss
JAgdrsss I@ hittpz: / v 2agls. bank ofamerica com/cgibindgx cgi/GUIDG=-{27124070-BA50-11D2-BA37-204C4FAF5020} j @ Go H Links >

Bank ofAmerica.,’.;' '

Bank of America is pleased to provide you with EAGLS, a premiere card

Inquiry ; g
Maintenance

Please use the main menu on the left hand side of your screen to navigate
Session Preferences

through the system. You can manage your card program needs by clicking on

Transaction Information the available options.

Quealny Ifyou need help or instructions about EAGLS, please call 1.888.317.2638. If
you have yuestions about specific guidelines for your program, please

Log Off contact the Program Coordinator within your organization.

|@ Document: Done ’_’—é_" Internet

EAGLS System Page 7
Customer Training Guide October 2003



EAGLES Main Menu

Overview The EAGLS Main Menu lists menu options down the left side of the
screen. Each of these menu options provides additional submenus.

The Job Aid on the following page provides an overview of each of the
menu and sub-menu options.

The EAGLS menu options presented to each user depend upon that
individual person’s User Profile. Your options may not include all of
the options presented on the Job Aid.

EAGLS System Page 8
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EAGLES Menu Job Aid

Select this menu option:

To perform this task:

Inquiry

View Authorization Controls
Cost Allocation

Foreign Currency

Individual Account
Relationship Profile

User Profile

Maintenance

Change your password
Cost Allocation

Foreign Currency
Individual Account

User Profile

Session Preferences

Switch Account

Switch Hierarchy

Switch Role
Set Up Cost Allocation
Foreign Currency
User Profile
Transactions Central Account Current Activity

Central Account Statement
Individual Account Current Activity
Individual Account Statements
Reallocation

Review Transaction Detail

Expense Reporting

Electronic Expense Reporting

Reallocation

Reports Feature

Produce standard reports

Extract report data to an electronic format

Log Off

EAGLS System
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Change Password

Step 1 The first time you log on to EAGLS you are prompted to change your
password. The prompts provide you with the steps necessary to change
your password for the first time.

Passwords expire every 120 days. A Change Password Reminder
displays 7 days before your password’s expiration date.
Passwords must adhere to the password rules:
e Passwords are 8 characters, alphabetic and numeric.
e Passwords cannot contain consecutive repeating characters.
e Passwords expire every 120 days.
e A password can be re-used providing it is not one of the last five
(5) passwords used.
a EAGLS - Miciosoll Intesnet Explorer provided by Useversity of Phoenss IE 4,01
| B EE Yew Faeoiss Took Hep =
:1' " 5;?9 Aok sa?'mr;g»uﬁu *n‘l d B 0;"—
| Ackbaes [R9] bt voven e b imenica conncg b cop LI DG 24UTEASD11D2 BAZT FMCAFFSCOE) =] e ||k ®|
- el e L
= e o o e oo S 00
Transaction Information
toson T e oo e ey Peas
€] Bocumert Dane [ 13 [ et
Step 1 From the EAGLS menu:
Action(s) » Click on Maintenance.
» Click on Change Password.
Continued on next page
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Change Password, continued

Step 2 The Change Password screen displays. This screen prompts you to
enter your current password, your new password, and your new
password again as confirmation.

Change Password

The password must be exactly 8 digits or letters in length and
there can he no repeating characters {e.g., aa, ee, 11, 55).

Change Password

Old Password Mew Password Re-enter New Password

[ Submit J Cancel

Step 2 » Type your old password into the Old Password field.
Actions(s) » Type your new password in the New Password field.
» Retype the password in the Re-enter New Password field.
» Click on SUBMIT.

Continued on next page
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Change Password, continued

Step 3 The Password Confirmation displays, indicating that your password was
successfully changed.

Change Password Confirmation

You have successfully changed the password for the following User ID; SELLEAGLS1

Click OK to continue.

Step 3 » Click on OK.

Actions(s)
Step 4 EAGLS displays Main Menu displays. Your password is changed.
BankofAmerica.
=
_ Bank of America is pleased to provide you with EAGL S, a premiere card
Inguiry i
Maintenance °
Setup Please use the main menu on the left hand side of your screen to navigate
Tiarenen i et through the system. You can manage your card program needs by clicking on
) the availahle options.
Reporting
Queuing If you need help or instructions about EAGLS, please call 1.888.317.2638. If
you have g i about specific guideli for your program, please
contact the Program Coordinator within your organization.
Log Off
EAGLS System Page 12
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Switch Role

Step 1 The EAGLS functionality available to a user depends upon the role
assigned to that user. Each user is assigned at least one role within
EAGLS.

The role you are assigned determines the screens you are authorized
to access and the tasks you are authorized to perform.

Some people within the organization may perform more than one role.
For example, a person may be an Account Holder as well as a Program
Administrator. If this user signed on to EAGLS as an Account Holder,
and then wants to perform a program Administration function, the user
must switch roles.

BankofAmerica. ___
=

— Bank of America is pleased to provide you with FAGLS, a premiere card
Inciuiry h

Maintenance

Setup Please use the main menu on the left hand side of your screen to navigate
Tl (T fT through the system. You can manage your card program needs by clicking on

) the available options.
Reporting

Queuving If you need help or instructions about EAGLS, please call 1.888.317.2638. If
you have g il ahout specific guideli for your program, please
contact the Program Coordinator within your organization.
Lag Off
Step 1 From the EAGLS main menu,
Action(s) > Click on Session Preferences.
> Click on Switch Role.
Continued on next page
EAGLS System Page 13
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Switch Role, continued

Step 2 EAGLS displays the Switch Role screen.
The Switch Role screen provides the following options:

e Current Session Only - This option allows you to view information
on the new role only for the current session.

e Default (Future Sessions Only) - This option allows you to initiate a
new default role the next time you log into EAGLS.

e Both (Current and Future Sessions) - This option allows you to
view information on a new role during the current session as well

as allow you to initiate a new default role the next time you log into
EAGLS.

Switch Role

current Role: |Prease select a New Role:

‘Prngram Administrator |IACCDumHD|dEr j

@& Current Session Only.
¢ Default {Future Session Only).
 Both {Current and Future Sessions).

oD Co ED

Step 2 » Select arole from the drop-down list.
Action(s) » Click on one of the following session options:
e Current Session Only
e Default
e Both

> Click on SUBMIT.

Continued on next page
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Switch Role, continued

Step 3 EAGLS displays the Switch Role Confirmation screen.

Youl have successiully switched roles.
Your User IDis  SELLEAGLS1

Your Current Role is - Program Coordinator
Your Default Role is : Program Administrator

Click OK to continue.

[ OK |

Step 3 » Click OK.
Action(s)

Continued on next page
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Switch Role, continued

Step 4 EAGLS returns to the Main Menu.

Bank nfﬁmerica.’??/ i

ey Bank of America is pleased to provide you with FAGLS, a premiere card

Maintenance

Satup Please use the main menu on the left hand side of your screen to navigate
A rhoni Ao Ihruugh.(he s‘yste.m. You can manage your card program needs by clicking on
the available options.

Reporting

Queuing If you need help or instructions about EAGLS, please call 1.888.317.2638. If
you have gquestions about specific guidelines for your program, please
contact the Program Coordinator within your organization.

Log Off

EAGLS System
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Switch Account

Step 1 Some of the EAGLS users within an organization may have more than
one card account. For example, an EAGLS user may be the account
holder on both a Commercial Card account and a Purchasing Card
account.

The Switch Account function is used to switch access from the default
account to the other account(s) assigned to a user.

BankofAmerica. ___
w e

Bank of America is pleased to provide you with FAGLS, a premiere card

Ingquiry
Maintenance
Setup Please use the main menu on the left hand side of your screen to navigate
Transaction Information through the system. You can manage your card program needs by clicking on
) the available options.
Reporting
Queuving If you need help or instructions about EAGLS, please call 1.888.317.2638. If
you have g il ahout specific guideli for your program, please
contact the Program Coordinator within your organization.
Lag Off
Step 1 From the EAGLS main menu,
Action(s : :
(s) > Click on Session Preferences.
> Click on Switch Account.
Continued on next page
EAGLS System Page 17
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Switch Account, continued

Step 2 EAGLS displays the Switch Account screen.
The Switch Role provides the following options:

e Current Session Only - This option allows you to view information
on the new account only for the current session.

e Default (Future Sessions Only) - This option allows you to initiate a
new default account the next time you log into EAGLS.

e Both (Current and Future Sessions) - This option allows you to
view information on a new account during the current session as
well as allow you to initiate a new default account the next time
you log into EAGLS.

Switch Account

Current Account: Please Select a New Account:

4715280003067621 |4?15290E|E|155999E| 'I

@& Current Session Only.
¢ Default (Fiture Session Only).
¢ Both (Current and Future Sessions).

(Subnie] Reset ] Concel
Step 2 » Select an account from the drop-down list.
Action(s) » Click on one of the following session options:

e Current Session Only

e Default

e Both

» Click on SUBMIT.
Continued on next page
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Switch Account, continued

Step 3 EAGLS displays the Switch Account Confirmation screen.

You have successiully switched accounts.
YourUser 1D s SELLEAGLS1

Your Current Accountis D 4715290003067 621
Your Default Accountis @ 4715280001569990

Click OK to continue.

Step 3 » Click OK.
Action(s)

Continued on next page
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Switch Account, continued

Step 4 EAGLS returns to the Main Menu.

Bank nfﬁmerica.’??/ i

ey Bank of America is pleased to provide you with FAGLS, a premiere card

Maintenance

Satup Please use the main menu on the left hand side of your screen to navigate
A rhoni Ao Ihruugh.(he s‘yste.m. You can manage your card program needs by clicking on
the available options.

Reporting

Queuing If you need help or instructions about EAGLS, please call 1.888.317.2638. If
you have gquestions about specific guidelines for your program, please
contact the Program Coordinator within your organization.

Log Off

EAGLS System

Page 20
Customer Training Guide

October 2003



Switch Hierarchy

Step 1 Access to hierarchies is established when a user’s profile is setup in
EAGLS.

Some users may have access to more than one hierarchy within
EAGLS. For example, a user may have access to accounts in the
Accounting Department as well as accounts in the Finance Department.

The Switch Hierarchy function allows this user to access both
hierarchies.

BankofAmerica. ___

ey Bank of America is pleased to provide you with FAGLS, a premiere card

Maintenance
Satup Please use the main menu on the left hand side of your screen to navigate
Transaction Information through the system. You can manage your card program needs by clicking on
B the available options.
Reporting
Queuing If you need help or instructions about EAGLS, please call 1.888.317.2638. If
you have gquestions ahout specific guidelines for your program, please
contact the Program Coordinator within your organization.
Log Off
Step 1 From the EAGLS menu,
Action(s : :
(s) > Click on Session Preferences.
» Click on Switch Hierarchy.
Continued on next page
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Switch Hierarchy, continued

Step 2 The Switch Hierarchy screen displays.
The Switch Hierarchy screen offers the following options:

e Current Session Only - this option allows you to view information
on the new hierarchy for the current session.

e Default (Future Sessions Only) - This option allows you to initiate a
new default hierarchy the next time you log into EAGLS.

e Both (Current and Future Sessions) - This option allows you to
view information on a new hierarchy and the new role will default
the next time you log into EAGLS.

Switch Hierarchy

6511005 - DEMO

0000000 - Mo Description Supplied
0000000 - Mo Description Supplied
0000000 - Mo Description Supplied
0000000 - Mo Description Supplied
Q000000 - Mo Description Supplied
0000000 - Mo Description Supplied
0000000 - Mo Description Supplied

New Choices

| Moy |Program Type
e --____

fcl A511095 - DEMO CORPORATE PURCHASE
0000003 - NORTH AMERICA
0030030 - SALES ACGOUNT
0000000 - Mo Description Supplied
Q000000 - Mo Description Supplied
0000000 - Mo Description Supplied
0000000 - Mo Description Supplied
0000000 - Mo Description Supplied
[l A511095 - DEMO CORPORATE PURCHASE
0000000 - Mo Description Supplied
0000000 - Mo Description Supplied
0000000 - Mo Description Supplied
0000000 - Mo Description Supplied
0000000 - Mo Description Supplied
0000000 - Mo Description Supplied
0000000 - Mo Description Supplied
[l 6511095 - DEMO CORPORATE PURCHASE
aoooont - NORTH AMERICA
0000002 - LEGAL ENTITIES
0000000 - Mo Description Supplied
0000000 - Mo Description Supplied
0000000 - Mo Description Supplied
0000000 - Mo Description Supplied
Q000000 - Mo Description Supplied

@ Cwrent Session Only.
© Default (Future Session Only).
 Both (Cwrent and Future Sessions).

D D ED

Continued on next page
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Switch Hierarchy, continued

Step 2 » Select a new hierarchy from the New Choices listing.
Action(s) » Click on one of the session options:
e Current Session Only
e Default
e Both

» Click on SUBMIT.

Continued on next page
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Switch Hierarchy, continued

Step 3 EAGLS displays the Switch Hierarchy Confirmation screen.

You have successfully switched hierarchies from:

iorarchy __________________[PognmTyps |

5511095 -
0oaooon -
0ooooon -
0000000 -
0ooooon -
0ooooog -
0ooooon -
0000000 -

To:

borarchy  [oragram Type
L = 1 R
5511095 -

0000003 -
0030030 -

DEMO

ko Description Supplied
Mo Description Supplied
Mo Description Supplied
Mo Description Supplied
Mo Description Supplied
Mo Description Supplied
Mo Description Supplied

DEMO
MORTH AMERICA
SALES ACCOUNT

0000000-No Description Supplied
Q000000-Mo Description Supplied
0000000-Mo Description Supplied
0000000-Mao Description Supplied
0000000-Mo Description Supplied

Click OK to continue,

Corporate Purchase

Corporate Purchase

Step 3 » Click OK.
Action(s)

Continued on next page
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Switch Hierarchy, continued

Step 4 EAGLS returns to the Main Menu.

Bank nfﬁmerica.’??/ i

ey Bank of America is pleased to provide you with FAGLS, a premiere card

Maintenance

Satup Please use the main menu on the left hand side of your screen to navigate
A rhoni Ao Ihruugh.(he s‘yste.m. You can manage your card program needs by clicking on
the available options.

Reporting

Queuing If you need help or instructions about EAGLS, please call 1.888.317.2638. If
you have gquestions about specific guidelines for your program, please
contact the Program Coordinator within your organization.

Log Off

EAGLS System
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Replacement Card Request

Step 1 The Replacement Card Request procedure is used to replace a damaged
or unusable card on an account.

In order to request a replacement card, the account must be a current,
open, existing account with no past due conditions. The account cannot
be expired. Only one replacement card request per day per individual
account is allowed.

Note: Please do not use this procedure to replace a lost or stolen
card. Follow existing procedures for handling lost/stolen cards.

BankofAmerica, ___
=

Bank of America is pleased to provide you with FAGLS, a premiere card

Inquiry
Maintenance

Satup Please use the main menu on the left hand side of your screen to navigate

Transaction Information through the system. You can manage your card program needs by clicking on
B the available options.
Reporting
Queuing If you need help or instructions about EAGLS, please call 1.888.317.2638. If
you have gquestions about specific guidelines for your program, please
contact the Program Coordinator within your organization.
Log Off
Step 1 From the EAGLS menu:
Action(s) » Click on Maintenance.
» Click on Replacement Card Request.
Continued on next page
EAGLS System Page 26
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Replacement Card Request, continued

Step 2 EAGLS displays the Account Search screen.

This screen is used to search for the appropriate account.

Account Search

Search By Name/Hierarchy

(@ Last Hame First Name
Program Type | CORPORATE PURCHASE ~|
HL1 HL2 HL3 HL4 HLS HL6 HL7 HL8

Search By Account Number
- Account Humber I

Step 2 On the Account Search screen:
Action(s) » Enter the account number.
» Click on SUBMIT.
Continued on next page
EAGLS System Page 27
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Replacement Card Request, continued

Step 3

EAGLS displays the Replacement Card Request Maintenance screen.

This screen is used to provide instructions for the replacement card,
including delivery options and alternate delivery address information.

e The delivery options for the replacement card include: USPS (postal
service), overnight and 2-day express. A delivery fee is charged on
cards sent overnight and 2-day express.

« An alternate delivery address is required on an account with a P.O.
Box (post office box) address when express delivery is selected. The
alternate address may not be a P.O. Box.

Replacement Card Request Maintenance

‘¥Warning: DO not use this function to replace a card that has been lost or stolen. Call
Bank Of America immediately.

Account Information / 4388-0200-0000-0291

Account Name Corporate Account Name

SUE REED ACME TRAVEL

Address 1 2 COMMERCIAL PL

Address 2 CEAGLS UAT AB2000401

City MNORFOLK State/ WA
Province

Country CA Zip/Postal 23510
Code

Phone 00000007576774445

Hierarchy Information

HL1 HLZ HL3 HL4 HL5 HLG HL7 HLS8
1000600 9999851 | 3000600 0000000 | 0000000 | 0000000 | 0000000 | 0000000

CEAGLE  ABIA MARKETING

5
=z

Replacement Card Delivery

e ———————————————
Please select a delivery method. You will have the option to have your card shipped to an
address other than your billing address.

MNote: Request for Overnight service mustbe received by Bank of America by 2pm. EST. A
fee for overnight or express delivery may apply. Overnight and 2 Day Express service not
guaranteed for non-US addresses.

US Mail =

Wiould you like your cards shipped to altemate Address? [Na 7

Ifyes please enter the Alternate Shipping Infarmation below. Ifyou choose delivery by
Overnight or 2 Day Express, ghone numaer s required

Alternate Shipping Address for Card

Address 1 I

Address 2 |

City l— State/ l—
Province

Country | Select a Country = Ein:ipnstal
ode
Phone

Continued on next page
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Replacement Card Request, continued

Step 3 In the Replacement Card Delivery section:

Action(s) > Select the delivery method from the drop down menu.

» Select YES or NO at the question: “Would you like your cards
shipped to an alternate address?”

e Select YES if the replacement card is to be delivered to an
alternate address (an address other than the address on
the account)

OR

e Select NO if the replacement card will be sent to the
address currently on the account.

» If you selected YES for an Alternate Address, complete the
Alternate Shipping Address Information Section of the page.

> Click on SUBMIT.

Continued on next page
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Replacement Card Request, continued

Step 4 The Replacement Card Request Confirmation screen displays.

Replacement Card Request

You have successfully submitted information for the following Individual Account:

Individual Account Information

First Name/MI Last Name Account Number
SUE REED 4388020000000291
[ OK )
Step 4 » Click OK.
Action(s)
Continued on next page
EAGLS System Page 30
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Replacement Card Request, continued

Step 5 EAGLS displays the Main Menu.

Bankof America.

4’?/’.
Inguiry Bank of America is pleased to provide you with EAGLS, a premiere card
Maintenance -
Setup Please use the main menu on the left hand side of your screen to navigate
et e T thruugh.the syslelm. You can manage your card program needs by clicking on
) the available options.
Reporting
Queuing If you need help or instructions about EAGLS, please call 1.888.317.2638. If
you have yuestions about specific guidelines for your program, please
contact the Program Coordinator within your organization.
Log Off

EAGLS System
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Change Credit Limit

Step 1 This procedure is used to change the credit limit on an individual account.
The credit limit cannot exceed $99,999,999,999.

The requested credit limit cannot be greater than the credit limit on the
associated Corporate Account.

BankofAmerica,
W  a

iy Bank of America is pleased to provide you with EAGLS, a premiere card
e

Maintenance

Setup Please use the main menu on the left hand side of your screen to navigate
through the system. You can manage your card program needs by clicking on
the available options.

g

Transaction Information

Reporting
Queuing If you need help or instructions about EAGLS, please call 1.888.317.2638. If
you have g i about specific guidelines for your program, please
contact the Program Coordinator within your organization.
Log Off
Step 1 From the EAGLS main menu:
Action(s) » Click on Maintenance.
» Click on Change Credit Limit.
Continued on next page
EAGLS System Page 32
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Change Credit Limit, continued

Step 2 The Account Search screen displays.

This screen is used to search for the appropriate account.

Account Search

Search By Name/Hierarchy
e ——————————
& LastName First Name

Pragram Type CORPORATE PURCHASE -,
HL1 HL2 HL3 HL4 HLS HLG HL7 HL8

Search By Account Number
e ————————————————————

& Account Number l—
[ Submit ] et ] cance

Step 2 On the Account Search screen:
Action(s) -

» Enter the account number, or the name and hierarchy.

» Click on SUBMIT.

Continued on next page

EAGLS System
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Change Credit Limit, continued

Step 3 The Credit Limit Maintenance screen displays.

This screen is used to enter the new credit limit amount for the account.

Credit Limit

Maintenance

Account Name Corporate Account Hame

JOHM ACME PURCHASIMNG

SMITH

Address 1 2 COMMERCIAL PL

Address 2 CEAGLS UAT VAGBZ000401

City MORFOLK Stater W
Province

Country s Zip/Postal 23510
Code

Phone

|

ierarchy Information

HL1 HL2 HL3 HL4 HL5 HLG HLY HLB
1000600 99993849 3000600 0000000 /0000000 /0000000 /0000000 | 0000000

CEAGLS  NORTH MARKETIMG
UAT 1 AMERICA

Credit Limit Information

Existing Credit Limit Mew Credit Limit

(AL s o o

[Finished ] Reset ] Cencel
Step 3 In the Credit Limit Information section
Action(s) » Enter the new credit limit amount.

» Click on FINISHED.
Continued on next page
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Change Credit Limit, continued

Step 4 The Credit Limit Confirmation screen displays.

Credit Limit Confirmation

You have successfully submitted information for the following Individual Account:

Individual Account Information

First HameMi Last Hame Account Humber
JOHM SMITH 471462900000000496
Step 4 » Click OK.
Action(s)
Continued on next page
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Change Credit Limit, continued

Step 5 EAGLS displays the main menu.

Bankof America.’;?_/

(- Bank of America is pleased to provide you with FAGIS, a premiere card
nguiny Tt

I q

Maintenance

Setup Please use the main menu on the left hand side of your screen to navigate

NS actar IOt ation through_ the syste_m. You can manage your card program needs by clicking on
the available options.

Reporting

Queuing If you need help or instructions about EAGLS, please call 1.888.317.2638. If
you have guestions about specific guidelines for your program, please
contact the Program Coordinator within your organization.

Log Off

EAGLS System
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Change Account Status

Step 1 The Change Account Status procedure is used to:
e Change the status of an “Open” account to “Voluntarily Closed”, and

e Change the status of a “Voluntarily Closed” account to “Open”.

Only the Account Holder and Delegated Administrator are authorized to
close an account. Program Administrators, Program Coordinators and
Supervisors are authorized to re-open voluntarily closed accounts.

Note: Please do not use this function to close an account when a
card has been lost or stolen. Follow existing procedures for handling
lost/stolen cards.

Bank of America is pleased to provide you with EAGLS, a premiere card

Inguiry
Maintenance

9

Setup Please use the main menu on the left hand side of your screen to navigate

Transaction Information thruugh_the sysle_m. You can manage your card program needs by clicking on
the available options.

Reporting
Queuing If you need help or instructions ahout EAGLS, please call 1.888.317.2638. If
you have questions about specific guidelines for your program, please
contact the Program Coordinator within your organization.
Log Off
Step 1 From the EAGLS menu:
Action(s) » Click on Maintenance.
» Click on Change Account Status.
Continued on next page
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Change Account Status, continued

Step 2 EAGLS displays the Account Search screen.
This screen is used to search for the appropriate account.

Account Search

Search By Name/Hierarchy

= Last Hame First Hame
Program Type | CORPORATE PURCHASE -|
HL1 HL2 HL3 HL4 HL5 HLG HL? HLE

Search By Account Number
'l Account Number I

[Submit | Reset ] Cancel
Step 2 On the Account Search screen:
Action(s) » Enter the account number, or name and hierarchy.
» Click on SUBMIT.
Continued on next page
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Change Account Status, continued

Step 3 The Change Account Status Maintenance screen displays.

The current status of the account displays at the bottom of the screen.
The user selects the new account status from the New Status drop down

mendu.
Change Account Status Maintenance
Warning: DO not use this function to close an account that has been lost or stolen. Call
Bank Of America immediatehy.
Account Name Corporate Account Hame
JAME SMITH ACME PURCHASING
Address 1 2 COMMERCIAL PL
Address 2 CEAGLS UAT VAB2000401
City NORFOLE State/ WA
Province
Country s Zip/Postal 23510
Code
Phone 00000007576774445
HL1 HL2 HL3 HL4 HLS HLG HL? HLE
1000600 9999948 3000500 0000000 0000000 /0000000 0000000 0000000
CEAGLS  MORTH OPERATIONS
UAT AMERICA
Current Status Mew Status
OPEN |Se|edAccountStatus j
[ Submit J Reset ] Cance |
Step 3 In the Status Information section:
Action(s
(s) » Select the new status from the drop down menu.
» Click on SUBMIT.
Continued on next page
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Change Account Status, continued

Step 4 The Change Account Status Confirmation screen displays.

Change Account Status Confirmation

You have successfully submitted information for the following Individual Account:

Individual Account Information

First Name/Ml Last Name Account Humber
JBNE SMITH 4715280000000088
(oK J
Step 4 » Click on OK.
Action(s)
Continued on next page
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Change Account Status, continued

Step 5 EAGLS displays the main menu.

Bankof America.’;?_/

(- Bank of America is pleased to provide you with FAGIS, a premiere card
nguiny Tt

I q

Maintenance

Setup Please use the main menu on the left hand side of your screen to navigate

NS actar IOt ation through_ the syste_m. You can manage your card program needs by clicking on
the available options.

Reporting

Queuing If you need help or instructions about EAGLS, please call 1.888.317.2638. If
you have guestions about specific guidelines for your program, please
contact the Program Coordinator within your organization.

Log Off

EAGLS System
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View Transaction Details

Step 1 The View Transaction Details procedure is used to review the details of
individual card transactions that have posted to an account.

Transactions appear in chronological order by posting date (newest to
oldest).

You may select either current transactions (those that have posted
since the last statement) or transactions that posted on a previous
statement.

This training illustrates how to view current transaction detalils.

BankofAmerica,
2>

iy Bank of America is pleased to provide you with EAGLS, a premiere card
e

Maintenance

Setup Please use the main menu on the left hand side of your screen to navigate
through the system. You can manage your card program needs by clicking on

g

Transaction Information . .
the available options.

Reporting
Queuing If you need help or instructions about EAGLS, please call 1.888.317.2638. If
you have g i about specific guidelines for your program, please
contact the Program Coordinator within your organization.
Log Off
Step 1 On the EAGLS Main Menu:
Action(s) » Click on Transaction Information.
> Click on Individual Account Current Transactions.
EAGLS System Page 42

Customer Training Guide October 2003



View Transaction Details, continued

Step 2 EAGLS displays the Account Search screen.

This screen is used to search for the appropriate account.

Account Search

Search By Name/Hierarchy
e ———————

& Last Name First Name
Program Type [CORPORATE PURCHASE | CEEE
HL1 HL2 HL3 HL4 HLS HLG HL? HL8

Search By Account Number
e ——————————————————

c Account Number l—
[Submic ] Roset [ cancel
Step 2 On the Account Search screen:

Action(s) » Enter the account number, or the name and hierarchy.

> Click on SUBMIT.

Continued on next page
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View Transaction Details, continued

Step 3 EAGLS displays the Individual Account Current Transactions screen.

This screen provides an account summary and also provides two
hyperlinks at the bottom of the screen:

¢ Individual Account Activity, and

e Disputed Transaction Information.

Individual Account Current Transactions

Account Information
4715290001569990

JAME JOMES

ACME CORF, INC

Program Type Total Credit Limit
PURCHASING §100.00

Account Balance Information

Total Memo Activity (Do not pay) $5,612.62
Wiew Individual Account Current Activity Disputed Transaction Infarmation
(oK
Step 3 » Click on View Individual Account Activity hyperlink.

Action(s)

Continued on next page
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View Transaction Details, continued

Step 4 The Individual Account Current Transaction Activity screen displays.
This screen provides general information about each individual
transaction.

There are four possible options that can be selected for any transaction:
e REALLOCATE - Allows the user to reallocate a transaction to
another Cost Center or General Ledger Account.
e DETAILS - Provides specific details about a transaction.
e DISPUTE - Allows the user to dispute a transaction.
e REQUEST SALES DRAFT - Allows the user to request a copy of
the sales draft for a transaction. .
Individual Account Current Transaction Activity
FREELANO [ Betaiti |
428230000 U8 Lw_-m
i 631000
S
IETIIr.HAhHHAN tj:;'ﬂ
it [T
ARGAO0O00 LS lm’
| Sl taft ]
Gt
Step 4 » Review each transaction.
Action(s)

>

Click on the DETAILS button to obtain additional information.

Continued on next page
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View Transaction Details, continued

Step 5 EAGLS displays the Transaction Detail screen, which provides specific
information about individual transactions.

There are four versions of this screen, depending upon the type of
transaction being reviewed:

e Travel
e Lodging
e Car Rental

e Purchasing

Transaction Detail

Accoun hmvies Hame 1 Hama 2
714280001 869080 JANE NS M

00000900070 715290001 554435 1001

Commadny Cote Conpos ate )

Continued on next page
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View Transaction Details, continued

Step 5 > Review the details presented.
Action(s) » Click on OK.

Continued on next page
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View Transaction Details, continued

Step 6 EAGLS returns to the Individual Account Current Transactions Activity
screen.

Individual Account Current Transaction Activity

Account Number Name 1 Name 2
4716280001569990 JAME JOMNES ACME CORP, INC
*Please Note* The humber of i i displayed on this screenis
limited. Please click the Reallocate button to see a complete listing of reallocation
assignments.

Bottom of page

Transaction Information

Post Date - Trans Date |03/09/2003 - 03/08/2003 Status

Transaction Amount $276.03 Memo Reguested Sales Draft
Description AVIS REMNT-A- : .
Eien Reviewed: T
FREELAND Wi =D
486230000 US [Feaiiocats |

Reallocation Date

Cost Center Type FINANCE
Cost Center 00020308
General Ledger B31000

Allocation Amount $276.03

Post Date - Trans Date |03/08/2003 - 03/08/2003 Status

Transaction Amount 70287 Memo

Description MARRIOTT 1 :
HOTELS ASHMAN GencucalN
o7 | Deiails |
MIDLAND hil [ Reallacate |
486400000 US @

Reallocation Date

Cost Center Type ADMINISTRATIVE

Cost Center 00002558

General Ledger 631000

Allocation Amount 70297

Step 6 » Click on the REVIEWED check box to indicate an individual
Action(s) transaction is a valid, undisputed item.

OR

» Click on the REVIEWED ALL check box to indicate all
transactions are valid, undisputed items.

> Click on OK.

Continued on next page
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View Transaction Details, continued

Step 7 The Individual Account Current Transactions screen displays.

Individual Account Current Transactions

Account Information

4715290001569990

JAME JOMNES

ACME CORP, INC

Program Type Total Credit Limit
FLIRCHASIMG §100.00

Account Balance Information

Total Memo Activity (Do not pay) Fa618.62
Wiew Individual Account Current Activity Disputed Transaction Infarmation
Step 7 » Click OK.

Action(s)

Continued on next page

EAGLS System
Customer Training Guide

Page 49
October 2003



View Transaction Details, continued

Step 8 EAGLS displays the main menu.

Bankof America.,’%

. Bank of America is pleased to provide you with EAGLS, a premiere card
Inquiry expense management solution.

Maintenance
Setup Please use the main menu on the left hand side of your screen to navigate

Transaction Information thruugh. the sys(e.m. You can manage your card program needs by clicking on
the available options.

Reporting

Queuing If you need help or instructions about EAGLS, please call 1.888.317.2638. If
you have guestions about specific guidelines for your program, please
contact the Program Coordinator within your arganization.

Log Off

EAGLS System
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Transaction Reallocation

Introduction

Overview

The Transaction Reallocation procedure consists of two sections:
e Transaction Reallocation

e Transaction Reallocation - Browse Functionality

The first section, Transaction Reallocation, teaches how to reallocate a
transaction when the user knows the Cost Center and the General
Ledger Account to which a transaction is to be reallocated.

The second section, Browse Functionality, teaches how to reallocate a
transaction when the user does not know the Cost Center and the
General Ledger Account to which a transaction is to be allocated.

Each transaction made on a Corporate Card account is assigned to the
cardholder’s default Cost Center Type, Cost Center, and/or General
Ledger Account.

The Transaction Reallocation procedure is used when Corporate Card
transactions are to be charged to one or more other Cost Center(s)
and/or General Ledger account(s). Refer to your internal policies to
determine when to use the reallocation procedure.

EAGLS System
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Transaction Reallocation, continued

Step 1 The Transaction Reallocation process begins on the EAGLS Main Menu
screen.

On this screen, select the type of account and/or statement you wish to
review and reallocate. Reallocation can be performed from any of the
following four sub-menu options:

e Central Account Statement
¢ Individual Account Statement
e Central Account Current Transactions

¢ Individual Account Current Transactions

Note: This training illustrates the procedure using the Individual Account
Statement option.

AN FAGLS - Miciasoll Inteenet Esplones previded by Univesssty of Phoenis IE 4,01

e Edt Vew Fowites Took e

o2 0 [9 2 L @B g = . b
| Bock  Fowwd  Skp  Pebeh  Home | Seach Favorbes Mooy | Mal Pt O
L - UIDG: 27 020437 HMCIF EFS20 =] wto e ™

w Bankof America E

Nank of America ks pleasad 1o provide you with FAGES, a pramlers card
Inquiry Hp nagement salutian,
—) Pla an the laft hand side of your screen to naviqate
Session Preferences thro i manage your card pragram neods by clicking on
{Transoction Infermation | ihe available opti
Qun i Tndiwidual Accoant N N . N
Current Trandactions If you need help or instructions about FAGLS, please call 1866317 2636, If
Tadividual Arrasnt you have questions about specilic guidelines lor your program, please
Log off |Yatement | contact the Program Coerdinator within your organization.
&) Fopit 11 d3aTes fypmed 115 [ Inkemet
Step 1 » On the EAGLS Main Menu, click on Transaction Information.

Action(s) > From the sub-menu, select Individual Account Statement.

Continued on next page
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Transaction Reallocation, continued

Step 2 EAGLS displays the Account Search screen.

The Account Search screen is used to search for an account by either

the account number, or by name and hierarchy.

Account Search

Search By Name/Hierarchy

{ |Last Name First Name
Program Type |CORPORATE PURCHASE -| CEIED
HL1 HL2 HL3 HL4 HLS

Search By Account Number

fal Account Number I
(Reset

Step 2 » Enter either the account number OR the name and hierarchy.

Action(s) 5 Click on SUBMIT.

Continued on next page
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Transaction Reallocation, continued

desired account.

EAGLS presents the Individual Account Statement screen for the

Note: If one of the other options was selected in Step 1, the
appropriate screen will display instead:

e Central Account Statement.

e Central Account Current Transactions

Individual Account Current Transactions

The Individual Account Statement screen provides a summary of the
activity on the account. A hyperlink is presented at the bottom of the
screen. This hyperlink provides the individual details of the activity on

03/08/2003 ~
T

4715290001569850

JANE JOMNES

ACME CORP, ING

3219 CHURCH STREET
CHARLOTTE MC 328192104
United States

Program Type
CORPORATE PURCHASE

Account Summary Information
—————————————————————————]

Total Credit Limit Billing Date Total Memo Activity (Do not pay)
$14,000.00 03/08/2003 57,585 56

Individual Account Statement

Wiew Individual Account Activity

DiSELItEd Trangaction Information

Step 3
[ ]
the account.
Step 3
Action(s)

» Click on View Individual Account Activity hyperlink.

Continued on next page
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Transaction Reallocation, continued

Step 4 EAGLS displays the Individual Account Transaction Activity screen.

This screen details the activity on the account, with the most recent
transactions at the top.

Review each transaction to determine if the default Cost Center and
General Ledger account for each transaction are correct. If not, the
transaction requires reallocation.

Note: If you have Expense Reporting (EXPRES), the REALLOCATE
button will not display since reallocation is performed through the
Expense Reporting application.

Individual Account Transaction Activity

Account Number Name 1 Name 2
4715290003067 621 JANE JONES ACME CORP PLASTICS

*Please Note* The number of reallocation assignments displayed on this screenis
limited. Please click the Reallocate button to see a complete listing of reallocation
assignments.

Bottom of page

Transaction Information

Post Date - Trans Date 02/09/2003 - 02/05/2003  Status

Transaction Amount $353.56 Mermno
Description BOISE CASCADE

SEFClEED) Reviewed: 7
18002647370 1L
501430000 US o=

Reallocation Date

CostCenter Type | ADMINISTRATIVE

Cost Center 00002558

General Ledger 631000

Allocation Amount | $353.56

Post Date - Trans Date |02/ 412003 - 02/13/2003 _ Status

Transaction Amount $69.87 Memo

Description LUFTHAVNS
PARKERINGEN Revewed; [
APS Details

KASTRUP Reallacate

[ petaris )

[ Feallacate |
000000000 DK

[ Dispute ]

[ Sates Draft

Reallocation Date

Step 4 » Review each transaction to identify which transactions are to be
Action(s) reallocated.

» Click on REALLOCATE to the right of the desired transaction.

Continued on next page

EAGLS System Page 55
Customer Training Guide October 2003



Transaction Reallocation, continued

Step 5 EAGLS displays the Reallocate Transaction screen.

This screen is used to reallocate a transaction to another Cost Center
and General Ledger (G/L) account.

The total amount of the transaction must be reallocated.

In some cases, a transaction is reallocated to more than one other cost
Center or G/L account.

To reallocate a portion of a transaction to another Cost Center and/or G/L
Account, click on the NEW LINE button. The New Line button presents a
second set of fields which are used to enter the information for a second
Cost Center and G/L Account.

Reallocate Transaction

Account Humber Name 1 Name 2

4715290001 568990 JAME JOMES ACME CORP, INC
Default Allocation Information

Default Cost Center Type Amount
FINAMNCE $276.03

Default Cost Center
00020308

Default GIL Account
631000

Allocation Information
e —————————————

Delete  Cost Center Type Amount

R Ty — N —
Cost Center Description
W @ DEFAULT

ALLOCATICH
GIL Account

|631EIDI] =

1]
Client Defined 1 l”—
Client Defined 2 lu—
Client Defined 3 ID—
Client Defined 4 l”—
Client Defined 5 lu—
b §[z76.03 [ New Line
Transaction Amount $276.03
[ submit ] Cancel ]

Continued on next page
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Transaction Reallocation, continued

Step 5
(Action(s)

Important Note: If either the Cost Center or the G/L Account is
unknown, please refer to the Browse Functionality procedure.

To reallocate a transaction to a known Cost Center and G/L Account:

>

>
>
>

Select the Cost Center Type from the drop down menu.
Enter the new Cost Center.

Enter the new G/L account.

Enter the amount of the reallocation.

Note: If the amount entered is different from the amount of the
transaction, use the NEW LINE steps outlined below to reallocate the
remainder of the transaction.

Enter the reallocation description.

To reallocate a transaction to more than one Cost Center or G/L
account:

>
>

Click on NEW LINE.

Enter the appropriate date in the following fields: Cost Center
Type, Cost Center, G/L Account, the amount to be reallocated,
and the reallocation description.

Repeat until the entire transaction has been reallocated.

When the entire amount of the transaction has been reallocated:

>

Click on SUBMIT.

Continued on next page
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Transaction Reallocation, continued

Step 6 The Reallocate Transactions Confirmation screen displays.

Reallocate Transactions Confirmation

You have successfully reallocated the transaction.

[ OK ]
Step 6 > Click OK.
Action(s)
Continued on next page
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Transaction Reallocation, continued

Step 7 EAGLS returns to the Individual Account Transaction Activity screen.
The transaction reallocation is now complete.

Once the transaction has been reallocated, indicate that the transaction
has been reviewed by clicking on the REVIEWED check box.

Individual Account Transaction Activity

Account Number Name 1 Name 2
4715290003067621 JANE JOMNES ACME CORP PLASTICS
*Please Note* The number of r i i displayed on this screenis
limited. Please click the Reallocate button to see a listing of reall i
assignments.

Bottarm of page

Transaction Information

Post Date - Trans Date |0209/2003 - 02/05/2003  Status
Transaction Amount $353.56 Memo

Description CBJIE)}LEE:EPCRADBCADE Revigwed: [T
18002647370 IL =D
5071430000 US Teallocale

Reallocation Date

Cost Center Type ADMINIETRATIVE
Cost Center 00002658
General Ledger 631000
Allocation Amount $353.56

Post Date - Trans Date

021 4/2003 - 021 372003 Status

Transaction Amount $69.87 Memo

Description LUFTHAYMS . .
PARKERINGEN Eericue i
APS =D
KASTRUP Fealluaw
000000000 DK, @

=D
Reallocation Date

Step 7

Action(s) transaction.

» Click in the REVIEWED check box next to the reallocated

Continued on next page
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Transaction Reallocation, continued

Step 8 Continue to review transactions and identify those which require
reallocation.

To reallocate additional transactions, scroll to the appropriate transaction
and click on the REALLOCATE button.

Individual Account Transaction Activity

Account Number Name 1 Name 2
4716200003067621 JAME JOMES ACME CORP PLASTICE

*Please Note* The number of reallocation assignments displayed on this screen is
limited, Please click the Reallocate button to see a complete listing of reallocation
assignments.

Bottom of pare

Transaction Information

Post Date - Trans Date 02/08/2003 - 02/052003 Status
Transaction Amount $353.56 Memo

Description BOISE CASCADE
OFFC PRD
18002647370 1L

Reviewed: [
I!elﬂili
601430000 US
| Dispute |
=

Reallocation Date

Cost Center Type ADMINISTRATIVE
Cost Center 00002558
General Ledger 831000

Allocation Amount $393.56

Post Date - Trans Date 02/14/2003- 02/13/2003 Status

Transaction Amount $60.87 Memo
Description LUFTHAYNS
PARKERINGEN Eicre
APS Details
KASTRUP [resiocats |
000000000 DK oD

Reallocation Date

Step 8 When all transactions have been reallocated:
Action > Click OK.
EAGLS returns to the Individual Account Statement screen.

» Click OK.
EAGLS returns to the EAGLS Main Menu.
The Transaction Reallocation process is now complete.
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Transaction Reallocation - Browse Functionality

Overview

Steps 1-4

Stepl-4
Action(s)

Browse Functionality is used when the cardholder does not know the
Cost Center and / or the General Ledger (G/L) Account to which a
transaction is to be reallocated.

The Browse function allows the user to enter a description or a partial
account number; EAGLS then browses, or searches, the database for
the correct Cost Center or G/L Account.

Note: Please review the Transaction Reallocation procedure in
detail prior to reviewing the Browse Functionality procedure
presented here.

Refer to Steps 1-4 of the Transaction Reallocation Procedure.

Steps 1-4 of the Browse Functionality are identical to Steps 1-4 of the
Transaction Reallocation procedure.

» On the Main Menu, click on Transaction Information.

Y

From the sub-menu, select Individual Account Statement.

» On the Account Search screen, enter either the account number
OR the name and hierarchy and click on SUBMIT.

» On the Individual Account Transaction Activity screen, click on
View Individual Account Activity hyperlink.

» Review each transaction to identify which transactions are to be
reallocated.

» Click on REALLOCATE to the right of the desired transaction.

Continued on next page
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Transaction Reallocation - Browse Functionality, continued

Step 5 EAGLS displays the Reallocation Transaction screen.

On this screen, the user enters the Cost Center and General Ledger
information for the reallocation, if they are known.

However, if this information is not known, the user must browse, or
search, the EAGLS database for the correct information.

The Browse functionality is available for two entries: the Cost Center and
the General Ledger account. The user may select either function, or

Reallocate Transaction
Account Humber Name 1 Mame 2
4715290001569990 JAME JOMES ACME CORP, INC
Default Allocation Information
Default Cost Center Type Amount
FINAMNCE $276.03
Default Cost Center
00020308
Default G Account
B31000
Allocation Information
|
Delete Cost Center Type Amount
[nl FINANCE - ¢z7603
Cost Center Description
l— DEFALULT
[UTEAE @ ALLOCATION
GIL Account
631000 [Brovise] il
Client Defined 1 0
Client Defined 2 0
Client Defined 3 0
Client Defined 4 0
Client Defined 5 0
Total sf276.03 [ New tire ]
Transaction Amount $276.03
[sebruit ] Cancel]

Action(s) » Click the BROWSE button next to the Cost Center field.

Continued on next page
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Transaction Reallocation - Browse Functionality, continued

Step 6 The Cost Center Browse screen displays. This screen presents two
search methods:

e Browse by the Cost Center Number, or

e Browse by Cost Center Description.

Cost Center Browse

Account Hame:
Account Humber: 4715290001564439

Search Cost Center
L

# Cost Center Number |

 Cost Center Description |

& G

Step 6 » Click on the radio button next to the desired search method.
Action(s) » If the Cost Center Number field is selected:

e Enter the first three characters of the cost center, OR

e Enter three (3) percentage symbols (%%%) to initiate a search.

» If the Cost Center Description field button is selected, enter the
Cost Center Description

> Click on SEARCH.

Continued on next page
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Transaction Reallocation - Browse Functionality, continued

Step 7 The Cost Center Search Results screen displays, which may present
more than one possible option.

Review the options presented and identify the correct Cost Center entry.

Cost Center Search Results

Search Criteria:
Account Name:

Account Humber: 4715280001564439

oooooz03 CULTURAL SERVICES

00009243 INFORMATION SYSTEME

00002558 BUSIMESS AMD FINANCE

ooonsaa4 HUMAN RESCURCES

00020309 EMVIROMMEMNTAL HEALTH

123

1

=
Step 7 » Click on the desired Cost Center.
Actions(s)

Continued on next page
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Transaction Reallocation - Browse Functionality, continued

Step 8

EAGLS returns to the Reallocate Transaction screen with the new Cost

Center populated.

Reallocate Transaction

Account Numbor a1 M 3
4715200001 SEISH0 JRNE JONES BEME CORP, INC

Defauk Cost Center Type Amourn
FINANCE §178 03
Dol Cost Conter

00070308

Dol GL Account

E31000

Dutet  Cost Conter Ty Asnomnt

r FINANCE -] 5r27-‘T’_

Cost Cantor Dancription

s @@

GAL Acount

I — 4
Clisnt Defined 1 r—n
Client Define 2 G
Clisnt Définad 3 ,ui
Client Dfingd 4 5
Chant Dafingd 5 ,I'I—
Deletn  Cost Cantar Type ey
o W 01

Cust Comtur Descrielion

GA. Avcount
Client Defined | —
Cllant Dafin —
Glient Defined 3 e
Clinnt Dafinnd 4 ,7
Client Defined 5 [—
Total G D
Tramsaction Amount $276.03

Step 8
Actions(s)

To search for a General Ledger (G/L) account:
» Click the BROWSE button next to the G/L account field.

Continued on next page
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Transaction Reallocation - Browse Functionality, continued

Step 9 The General Ledger Account Search screen displays.
This screen presents two search methods:
e Browse by the GL Account Number, or

e Browse by Description.

General Ledger Account Search

Account Name:
Account Number: 4715280001 564434

Search For General Ledger Account
e ——————————————————————————————

@& GL Account Number f

© GL Account Description f

[ Sezrch J Cancel
Step 9 » Click on the radio button next to the desired search method.
Action(s) » If the G/L Account Number field is selected:
e Enter the first three characters of the G/L Account OR
e Enter three (3) percentage symbols (%%%) to initiate a search.
» If the G/L Description field button is selected, enter the G/L
Description.
» Click on SEARCH.
Continued on next page
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Transaction Reallocation - Browse Functionality, continued

Step 10

The General Ledger Search Results screen displays, which may present
more than one possible option.

Review the options presented and identify the correct G/L entry.

GL Account Search Results

Search Criteria;

Account Name:
Account Number:

4716290001 564439

GL Account Number GL Account Description

aooooodt
00000002
00000003
00000006
00000007y
oooooogy
aoooooio
ooooootd
oooooot2
oooooo4
0000001 6
00000017
o0oooot s

Air Travel (AIR)

Car Rental {CAR)

Car Maintenance {CARMALR
Fersonal Car Mileage (MLG)
Parking (PAR)

Ground Transporation (GRMN)
Tolls (TLLY

Lodging (HTL)

Breakfast (BRE)

Dinner (DIM)y

Telephane (PHD)

Laundry (LALRY

Baggage Valet Tips (TIF)

Step 10
Action(s)

» Click on the desired G/L Account.

Continued on next page
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Transaction Reallocation - Browse Functionality, continued

Step 11 EAGLS returns to the Reallocate Transaction screen with the new
General Ledger account number populated.

Reallocate Transaction

ACoomt Numbes Hame 1 Mamn
ATHEIR0N01 55590 JANE JONES ACME CORF, ING

Dt Cost Cunten Type Amount
TRANCE $37601
Drfaun Cost Cenier

[T

Dulaul G Acount
631000

P —
Descrphion
DEFAULT <]
ALLOCATION
)
—
—
= —_—
Chirn Dufirwed & '07
Churd Deafirssdd § |—n———
F sl —_—
Cost Center Descrption
[T =]
lvmm-;m— o=m 5l
Chant Dafired 1 '7
G Defirsect 2 '7
CEant Dafinad 3 r—-
Chent Defired & r-—
Chant Dafieed & '7
Tutal IW [
[Ra=1Cei]
Step 11 » Click on SUBMIT.
Action(s)
Continued on next page
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Transaction Reallocation - Browse Functionality, continued

Step 12 The Reallocate Transactions Confirmation screen displays.

Reallocate Transactions Confirmation

You have successfully reallocated the transaction.

[ OK ]
Step 12 » Click OK.
Action(s)
Continued on next page
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Transaction Reallocation - Browse Functionality, continued

Step 13

EAGLS returns to the Individual Account Transaction Activity screen.

The transaction reallocation is now complete.

Once the transaction has been reallocated, indicate that the transaction
has been reviewed by clicking on the REVIEWED check box.

Individual Account Transaction Activity

Account Number
4716200003067621

Name 1 Name 2
JAME JOMES ACME CORP PLASTICE

*Please Note* The number of reallocation assignments displayed on this screen is
limited. Please click the Reallocate button to see a complete listing of reallocation

assignments.
Bottom of pare

Transaction Information

Post Date - Trans Date
Transaction Amount
Description

Reallocation Date
Cost Center Type
Cost Center
General Ledger
Allocation Amount

020872003 - 02/052003 Status
$353.56 Memo
BOISE CASCADE

OFFC PRD Reviewed: [
18002647370 1L
601430000 US
ADMINISTRATIVE

00002558

631000

$353.56

Post Date - Trans Date
Transaction Amount
Description

Reallocation Date

0201472003 - 020132003 Status
$68.87 Memo

LUFTHAYNG
PARKERINGEN L
PS

Details
KASTRUP

=
000000000 Dk

[ Dispute ]

&=

Step 13
Action(s)

> Click on the Reviewed check box next to the reallocated
transaction.

Continued on next page
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Transaction Reallocation - Browse Functionality, continued

Step 14 To reallocate additional transactions, scroll to the appropriate transaction
to begin the Reallocation process again.

Individual Account Transaction Activity

Account Number
4716200003067621

Name 1 Name 2
JAME JOMES ACME CORP PLASTICE

*Please Note* The number of reallocation assignments displayed on this screen is
limited. Please click the Reallocate button to see a complete listing of reallocation

assignments.
Bottom of pare

Transaction Information

Post Date - Trans Date
Transaction Amount
Description

Reallocation Date
Cost Center Type
Cost Center
General Ledger
Allocation Amount

020872003 - 02/052003 Status
$353.56 Memo

ESL%EP%ASCADE Reviewed: [
16002647370 1L
501430000 US [Featiocats |
ADMINISTRATIVE

00002558

631000

$353.56

Post Date - Trans Date
Transaction Amount
Description

Reallocation Date

0201472003 - 020132003 Status
$68.87 Memo

LUFTHAYNG
PARKERINGEN L
PS

Details
KASTRUP

=
000000000 Dk

[ Dispute ]

&=

Step 14 When all transactions have been reallocated:

Action(s) 3 Glick OK.
EAGLS returns to the Individual Account Statement screen.

» Click OK.

EAGLS returns to the EAGLS Main Menu.
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Dispute a Transaction

Overview The Dispute Transaction procedure is used by the Account Holder to
initiate a dispute on a transaction.

Disputes may be submitted through EAGLS within 60 days of the
statement date.

A transaction cannot be disputed more than once through EAGLS.

If a sales draft has been requested for a specific transaction, the
transaction cannot be disputed through EAGLS; the dispute must be
handled through company level support.

Note: Only the Cardholder may initiate a dispute on a transaction.

Continued on next page
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Dispute a Transaction, continued

Step 1 Disputes can be performed from the:
¢ Individual Account Statement

e |ndividual Account Current Transactions screen

Disputes cannot be performed from:
e The Central Account Statement or

e The Central Account Current Transactions screen.

Step 1 » On the Main Menu, click on Transaction Information.

Action(s) » From the sub-menu, select Individual Account Statement OR

Individual Account Current Transactions.

 Uriwrasity of Phoris I 4,01

.9 @ B 49 & @B I = (b
Bk Fowwd | Sko  Relwh  How | Gawch Freies Hioy | MW P Dikcuts
ke [E] tieainmmw sogh bark ofamenca comzg) b eV GUID G L2771 28000 BABD 110 24837 08CAF 4PSUNH =]/ oo | [Lnks ™

w Bankof America. §
a od 1o u @ d

Plesse use the n the loft hand side of your screen
Sexsion Prefevences through the syste,
the wwailably ap

%
i

Continued on next page
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Dispute a Transaction, continued

Step 2

Individual Account Current Transactions

4715290001569330
JAME JONES
ACME CORP, ING

Program Type
PURCHASIMNG

Total Credit Limit
§100.00

Account Balance Information
e

Total Memo Activity (Do not pay) $5,618.62

View Individual Account Current Activity

Disputed Transaction Information

EAGLS displays the Individual Account Current Transactions Screen OR
the Individual Account Statement screen.

Notice that the Individual Account Statement screen provides a drop
down menu. Use this menu to select the statement on which the
disputed transaction(s) appear(s).

03/08/2003 -
e

4716280001 569530

Individual Account Statement

ACME CORP, INC

3219 CHURCH STREET
CHARLOTTE , NC 328192104
United States

Program Type
CORPORATE PURCHASE

Account Summary Information

Total Credit Limit Billing Date Total Memo Activity (Do not pay)
§15,000.00 03(08/2003 $7,585 56

View Individual Account Activity Disputed Transaction Information

2|

Continued on next page
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Dispute a Transaction, continued

Step 2 On the Individual Account Statement screen:
Action(s) » Select the appropriate Statement Date.

» Click on View Individual Account Activity.

On the Individual Account Current Transactions screen:
> Click on View Individual Account Current Activity.

Continued on next page
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Dispute a Transaction, continued

Step 3 EAGLS displays the appropriate screen, either:
¢ Individual Account Transaction Activity screen
OR
 Individual Account Current Transaction Activity screen.

Individual Account Transaction Activity

Account Number Name 1 Name 2
4715290003067621 JAME JONES ACME CORP PLASTICS
*Please Note* The number of 1 i i displayed onthis screenis
limited. Please click the Reallocate button to see a complete listing of reallocation
assignments.

Bottom of page

Transaction Information

Post Date - Trans Date | 02/09/2003 - 02/05/2002  Status

Transaction Amount $353.56 Memo

Description BOISE CASCADE ; .
RO Revieved: T
18002647370 1L =D
501430000 US M Realbests |

Reallocation Date

Cost Center Type ADMIMISTRATIVE

Cost Center 00002558

General Ledger 631000

Allocation Amount $353.56

Post Date - Trans Date |02/14/2003 - 0213/2002  Status

Transaction Amount $60.87 Memo

Description LUFTHAWRE .
PARKERINGEN penciealN
APS =0
KASTRUP o=
000000000 Dk

Reallocation Date

Step 3 On the Individual Account (Current) Transaction Activity Screen:
Action(s) » Scroll through transactions using scroll bars and NEXT button.
» Locate the transaction to be disputed.

» Click on the “Dispute” button.

» Click OK.

Continued on next page
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Dispute a Transaction, continued

Step 4 EAGLS displays the Cardholder Statement of Disputed Item Screen.

Cardholder Statement of Disputed ltem

vour campany g % £ette 3 claim or
diEputs for purchases sirectty with 18 merchant If assistance from Bank of
Amarica |5 requined, pieses complats this fom, and mat any required

o e data o

Bark of A - Commertsa Cang Serces Gporaons
POBox 83142
Phoenis, AZ 050723142
Phone. (B00)352-4027 Fax (RO0)ETD-B04E

on Information

Compary Hame Account Numbor  Cardholdes Nome
ACME CORP PLASTICS AT1573000206T021 | JANE JONES
il Clasing Date Transaction Daie | Reference Numar
G L] Gz TEGU0NGINNN3S
; Disputed Daytime Pong
Ao Numdar

BOTSE CASCADE OFFC FRD | §397.95 F5368 I_

NBOUTEAT A0 IL BT 30000
ke

& Unmuthorized Transaction

S Curtfy DAt e charge IE3ed abuwe wag ot medy by me ro 3 PArson authorzud by
e o use iy card, ¥ oF SRS o Bis rangaction nor s
horized by e My Back of & oo wik In | e Bmg

T Chaige Duees Mot Age hasge

The amount entsred on the sales 35p was intreased trom S| ]
| a topy S8ME 515 10 he addness Rated

iy

T murchandise o Servces Hot Fecoved
e BEnEE by Ihe aEove

transachion. The expeched dabe of defiviry or services was | 0 the
following page, please describe your slempt o resobve s malier with the merchan, the
datels) you contetted hem and their response )

7 Dedective on Whemg B chandise

Iretumed e marchandise on because was(chack ang)
 Dotocive @ viorg sze @ wireng cosor © Weong guanisy
© Recurring Charges Aftar Cancalistion

an| {i#3t8), | notifiad te above manchant i cancel our monihigyeary

sgreemerd. Sine then, my Bank of America accound hiss been charged tireve(s).
A Tarwandeg & copy of this merchants res o
e sddress kibed sbove).

T Mecurring Charges Alrsady Paid by Ol Heans
Naiready paid for ihe gands andior sAMACRS represantad by ihe abows chaags by
maanE ainer than my fank of America Commercial Cand (| am farwarding 3 copy of e

front and chabck, ¥ cader, concit can statement or
emor as proaf nags, plaase
dnserinn your #Ts maner ho datais) you

canEactid e, and Mel e5panss)

© CrodR Apprars as a Charoe
Tarn forwarding & Credit Vouther appesred a3 & charge on my Bank of Americs
Commercial Card account, o the addess lisled aboe

€ Crodi from Marcham Not Recesmd

within 30 i from
e datn it atn 1am ot
L ViuEhes 10 Tk S0dreas above

ot Rusensation Cancuiid
| gl ke & resesvation with the above hotel which | then cancelied on

idate) & i) Al that lime, | asked for a cancelfation
FUmBOr WD 15
7 lwas ol given & cancellalion nusnber

341he time that | mad that my account ]
for & "HG Shaw”.

© Doubie or MulRple Charpes
My Bank of America Commuercial Card Account has been doutide charged The first
chasge appeaned on my. (3u0E) hilkryg Stutement
0 Mot Wecall B Trarsacton
The stalament Nas an Inadeguste S2ECADECn of he charge. Flaate BURRY
‘suppertng documentaten

© Other. Abowe Descriptions Do Not
On the 10lwing page, phease gocument delaied explanabon for your Sspule and
your attur

Continued on next page
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Dispute a Transaction, continued

Step 4 On the Cardholder Statement of Disputed Item screen:
Action(s) » Enter the Account Holder’s daytime phone number.

» Complete the “Disputed Amount” field.

» Select the appropriate dispute reason from the list provided.
>

Make data entries for the dispute reason, if appropriate (dates,
transaction amounts).

Click on SUBMIT.

Y

Continued on next page
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Dispute a Transaction, continued

Step 5 EAGLS displays the Cardholder Statement of Disputed Items: Comments
screen if one of the following dispute reasons was selected:

e Merchandise or Services Not Received

e Recurring Charge Already Paid

e Other

For other dispute reasons, skip to Step 6.

[Vomsation Infocemation |
Compary Narm Acount Mumber | Cardhoider Marme

ACME CORP PLASTICS  |4715200003067621 [JANE JONES

Bl ¢ Date Nusmibar

NDRI003 02052003 1000000000035

Merchant Information | Posted Amount Digputed Amount | Dantime Phore
Numibar

BOIEE CASCADE OFFC |$351 88 e
PRO 10002647370 1L 15356 7574414000

601430000 US

Please describe your aempt to resolve this mater with the merchant.the date ||
{#) you contactod them and their response. Please lmit your respanse to 400
characters.

|Commants:

=l

|Pheonix AT 05072 - 3142
| Fax Number (FBE)67 86046

Step 5 On the Comments Screen:

Action(s)

> Click on SUBMIT.

» Describe the dispute details in the Comments section.

Continued on next page
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Dispute a Transaction, continued

Step 6 EAGLS displays the Dispute Confirmation Screen.

The transaction has been successfully submitted for dispute.

Dispute Confirmation

Dispute Confirmation

You have successfully submitted a Dispute Request for the following transaction,
Posting Date Transaction Date  Description

Billing Amount
04r24/2003 04i24i2003 SCHLOTZSKYS NORFOLK VA US §30.50
[0k ]
Step 6 On the Dispute Confirmation Screen:
Action(s) 5 ciick OK.
Continued on next page
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Dispute a Transaction, continued

Step 7 EAGLS displays the Individual Transaction Activity Screen.

The status of “Disputed” appears beside the transaction and the Dispute

button is no longer available for this transaction since a dispute has now
been submitted.

Post Date - Trans Date 05122003 - 05/01/2003 Status

Transaction Amount 50.00 Memo Disputed

Description g.ziEUSMEEASF;A Reviewed: T
31801 US

Reallocation Date

Cost Center Type G100GERMANY

Cost Center 999997 4GMY0S

General Ledger 801003

Allocation Amount f0.00

Step 7 » Click OK.

Action(s : :
(s) EAGLS displays the Main Menu desktop..
Bankof America.
w =
Ty :‘::‘:\:“l:"ﬂ::;ll:I'.;“:I:L::l::‘il:"’-ﬂﬂ!]ﬂk you with FAGLS a premiere card
::‘.,m i the left hand side of yaur sc navigate
T i amon can manage your card program needs by dicking on
Faportieg
ucin I you need help or instructions about EAGLS, please call 1.868,317 2638 1f
you have questions ahout specific guidelines lor your program, pleass
contact the Frogram Coordinator within your organization.
Lag off
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EAGLS Log Off

Overview

Step 1
Action(s)

Step 2

Step 2
Action(s)

Use this procedure to end your current EAGLS session.

You will be automatically logged off EAGLS if there is no use/entry within
20 minutes.

On the EAGLS Main Menu:
» Click on Log Off.

The Log Off Verification message displays.

w Bankof America. i?

Log Off

¥ou are about 1o close the application

tog Off

> Click on OK.

Continued on next page

EAGLS System

Page 82

Customer Training Guide October 2003



EAGLS Log Off, continued

Step 3 The Log Off Confirmation screen displays reminding you to close your
browser

- Bankof lmnu_%

i Bt s el T o FAGLS.

D 50 10 {1958 0L DPOWEEE bafora lmang this comguter,

Step 3 » Click on the hyperlink.
Action(s) 5 ciick OK.

Step 4 EAGLS and your Internet Explorer browser are closed.
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Conclusion

In this training you learned how to perform a variety of tasks using
EAGLS.

If you have questions, please review this training again or see your
Program Administrator.
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